
INSTRUCTIONS See Publication No. 76--P.M-! for instructions on completing th is  form.,Forward signcd original to 
Department of Archives and History, Rewrds Management Division, 330 Capitol Avenue, Atlanta, Gurgia,  30334, 
Attention: Scheduling Section. 

FOR AGENCY USE 1 .. AQency Address FOR RECORDSUWAGEMENT USE -____ __._. 
Application Number State .Law Dept -Hi.gh~way Division 

Atlanta., GA 30334 -SEP 1 OCT 2 5 1982 

X32 State Judi.ci.ai Buiiding 2- 5 3 5  
40 Capitol Squa.re,' S.W. Oete Received Oate Completed 

. .  

-__I_ E.___ -. !982_L_~_. - ~~ 

- ~ ___~. ___ __- 
Working Title Telephone Number 

.-I pplication Date 

iplication ~ u m t /  

- - . Person to Contact 

Division _________~ Head Secretary_ -656-3364 . '  
~ ~____ Joyce Duckett -~ 

. Action Requested +t 
a. Establish Retention Schedule: record will continue to accumulate. 
b. 

c: ~6A;~~;bcaica~ iJo. 

0 Dispose of present accumulation: no further accumulation anticipated. 
Checkone: 0 Change; 0 Supe%&e: 0 Void I . Date, of Series 5. Records Series Title (followed by title used in office; if different) 

artiest Latest elf,/ Highway Division -,, itigation Files (excluding construc- 
tion contract litisation) 

I. Division and Office Function 
The Highway Division handles all of the'legsil affairs for the DeFartment of 
Pxansportqtion. This includes property acquisition; contract preparation, 
2xqmination and, where necessary, litigation) representation in suits brought 
)y or against the DOT; and recovery o f  compensation for damage arising from 
the unauthorized use of the State Highway System. 
in contract negotiation between the DOT and various Federal and State 
igencies to accomplish the coordination necessary among such agencies, 
?Is0 Prepares or examines hundreds of deeds, leases, easements and other legal 
locuments for  the DOT. 
m d  authorities on matters related to construction activit'les, including the 
xegaration or examination of contracts and the negotiation or litigation 
)f disputes arising out of construc*lon contracts. 

What is the function of the Division and the Office in which this record series i s  created? 

The division participates 

It 

The division also is counsel to all State departments 

-_I -- 
'. Record Series Description- This file contains the following documents (include form numbers and firles, if any): 

Attach samples of the file. and other State agencies 
Documents relating to: representing the Department of Transportation/ i n  c i v i l  s u i t s  involving 

land c&demnat$on, personal injury, wrongful death, property damage, outdoor advertising, 
truck-weigbt assessment, e t c . ,  brought by or against the State.  

Includedare: Pleadings, motions, briefs, orders, cbrrespondence, exhibits, 
research, and other docwants relat ing t o  the successful culmination of each case , 

l i t i ga ted .  

By case; thereunder 
File i s  arraWed:l By .. category of docwent included. 

C M C  How often are records referred to which are: 
One to six months old 8 ; Seven to twelve months old 8 ; Thirteen to twenty-four months old 6 

- b 
I twenty-five months and older A--? - 

L Annual Rate of Accumulation of Records 
8 boxes . . : 

; Other (specify) - Letter-size drawers ; Legal-size drawers ; Shelves - 
.. ~. 

. .  (over) , 
~~ ~~ . ~ 
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. .  

d 

_I 

s in the file make it necessary to keep the entire file for a long period, could these 

duplication of this series in your office, or in another office or agency? 

11. Retention Requirements ' .  *t The following requires the series to be kept: 
. .  . .  

a. State Law - years. . d. Audit period years. 
b. Statute of limitation years. e. Administrative need L y e a r s .  

-~ ~ ~ years. f. Federal re!ention instructions years. c. Federal law 

Attach copy or excert of laws or regulations. Explain administrative need. Non-construction contract 'case 
fi1e.s ,.are kept 6 years because 'the research 'therein . .  i s  used. in the prepara- , 

. .  

. .  , .  

t i o n  of later, .similar cases for trial. . . .  
. .  

. I .  

* ,  

~~ 

12. Approved Disposition Instructions . This agency recommends that the file series be cut off at  theend of each= 
B Calendar Year;.O Fiscal Year; a Other S e e  Below 

: 

~~ 

3 Hold in the current files area 

then, . .  .. . 

- 
month(s) -- - year(s); then 

0 Transfer to local holding area; hold 
.' 3 Transfer to State Records Center; hold - -year(s); then 

0 Transfer to State Archives for permanent retention. 

year(s1; then 
. ' . , .  '2 Destroy. . .  . . .  

. .  
~. . .  Other (Specify) . . , .  ~ . ,  , 

When case i s  closed, remove fo lder (s )  .from ac t ive  f i l e  and place i n  inac t ive  f i l e ;  
cut  off i nac t ive  f i l e  a t  end of each calendar year ;  hold in current  f i l e s  a rea  1 
gear ;  then t r ans fe r  t o  S t a t e  Records Center; hold 5 years ;  then destroy.  

~ . ~~ 

. .  I 

Recommendations in para- 
graph 12 are approved. 
(If disapproved, attach letter 
of explanation.) 

&=-s33 

These instructions apply to al l  prior and future accumulations of the series. 

/ 

L O - P m -  State Auditor/Designee 

p w e t a r y  of State/Designee &)& ~ ~ h ! ! ~ k  ~ 

~ - - ~ 

k n o r n e y  GeneraVDesignee 
lrR--50-71. Rev 7fi 


